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Writing Checklist 



STAGES OF WRITING 



Stages of Writing 
Rough Draft (Short Essay #la): 30 points 
Revised Draft (Short Essay #lb): 45 
Final Draft (Essay #1): 70 points 
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EDITING SYMBOLS 



Editing Symbols 

[Brackets around a sentence, phrase, word, 

etc. means to change it to something better 

OR clearer.] 

An arc under a sentence means something 

importantltmeans you should combine them 

into one sentence. 

A circle around aQ/erc£means it is misspelled^ 

a circle around punctuation means it is 

incorrect usag/^ circle in an empty space 

means something is missing. 



Editing Symbols pg.2 

A li n e through a word, phras e , s e nt e nc e , e tc. 
m e ans i t do e sn't n e ed to b e th e r e for som e 
r e ason. 

When you hav <usei^ the same word twice, I 
wiij ^use^ cTrcTeand connecting line to point 
them out. 



If you used the wrong verb tense or if you 
clVf ge verb tense in telling the action, you'll 
see a VT over the verb. 
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Editing Symbols pg.3 

If you use a word incorrectly I will estf^sh it for 

you with an NC (not correct). 

Look, run-on sentences happen I get thatfto I will 

put an R (run-on) over the sentence. 

People sometimes put a comma in a place where 

they mean to use a periodrthat is called a comma 

splice (CS) 

The active voice should be writteRN/i by you, so 

I'll put a PV (passive voice) to remind you to 

change it (e.g. You should write in the active 

voice). 



Editing Symbols pg.3 

Pronoun Confusion (PC) occurs whenRCs 
unclear to what the pronoun is referring. 
There will be times you need a transitional 
word or phrasef will mark it with a T. 



GENERAL WRITING GUIDELINES 
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Titles 

Yes, please. Always. 

Should be creative and attention-grabbing 
- The War on Information vs. My Essay About 
Internet Piracy 

Should be written in bold (see above) with 
appropriate capitalization (see above) 



Formatting 

NO TITLE PAGES EVER NEVER EVER 

Double space 

Remove space between paragraphs 

Indent the first line .5" (you can tab every time 

you start a new paragraph, but it's simpler to 

change your settings) 

In upper left of first page only : 

— John Student (Your Name) 

- 08/16/2035 (Due Date) 

— Essay #2 (Essay Name... make sure you know it!) 

- 6 th Period (Class Period) 



GENERAL WRITING STYLE 
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Redundancy 

Always avoid repeating yourself or restating 

information the reader can infer. 

-Fill with fear, I ran out of the rest stop, 
leaving the remains of my friend behind m- 
an att e mpt to g e t away from th e monst e r . 

- We infer why she's running away. 



Who vs That 

When referring to a person, use "who". 
—She was the sort of person who slept in. 
— Marge is someone who will help you 

anytime. 
When referring to anything else, use "that". 
—Your dog is the one that is slobbering on 

me. 
-Where is the building that you described? 



Show, Don't Tell 

Don't tell me it was beautiful. Describe it so 
that I say, "That's beautiful." -C.S. Lewis 
Use actions, words, reactions, etc. to indicate 
what you want the reader to think. 

- She was the sweetest person I ever met. 

- She delivered flowers to the nursing home every 
Wednesday, just after she'd dropped off the lunch 
I usually forgot. She never once chided my 
forgetfulness. 
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Describe It 

Use description to share information about 
the setting so that the reader can imagine 
what you want them to see: 

— The beautiful day was highlighted by a cool 
breeze blowing off the ocean. 

— The Sun seemed larger and yellower against 
the unbroken blue sky that day, which was 
highlighted by the breeze that cooled my skin 
as it rolled in off the blue waves and white 
foam. 



Use Action Verbs in the Past or Present 

• Avoid using helping or linking verbs. 

• Use action verbs in the past or present tense if 
possible- it adds tension and force. 

— Sh e wou l d b e sitting i n the caf e every morn i ng. 

• This sounds dreamy and nostalgic. 
— Sh e was i n th e caf e ev e ry morn i ng. 

• This doesn't tell us what she's doing. 
— She sat in the cafe every morning. 



COMMA USAGE 
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Commas 

• Commas indicate a pause in the sentence 
or they separate parts of a list. 

• There are many places to use commas, and 
it requires practice and attention to details 
to use them correctly. 

• Comma usage is one of the most common 
problems students face when writing. 



Participle Phrases 

I walk around , checking whether 
anything has directions out of here. 

Checking whether there are directionSi I 
walk around. 



GRAMMAR, USAGE, SPELLING 
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Verb Tense 

• Always keep your verb tense consistent: 
-Terrified, I tried to run away, but as soon 
as I get a step away, he has me in his 
clutches. 



NARRATION & DESCRIPTION 



Narration: Plot 



• Conflict: something has to happen, a 
problem or obstacle to be solved. 

• Climax: you have to have an ending. 
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Narration: P.O.V. 

• Stick to your point-of-view. 

— Martha considered the proposal before her, 
trying to hide her nervousness. Meanwhile, 
Matt thought about his feelings of disgust for 
her. (violation of 3 rd -person Limited) 



Description 

• Use specific language. 

— I stared at the tree, its limbs reaching 
toward me like the sharp claws of a warped 
grizzly . 

• Use concrete language. 

-The white beach stretched before me as 
crisp as an unused sheet of paper . 



